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UNITED  STATES  DE^AHT1*!E!TI  OF  AGRICULTUEE 
Office  of  the  Secretary 
T7as'iington 


<^  -  9  1S43  ^, 


March  17.  1943 


Office  of  Plant  and  Onprations 


piAir.       \/:?atio!:g  £.nd  office  of  ik5":b?:atioi-: 

CIKj'LaAiIO  }^M0EA1?JTO,(  FiO.  53 


Orc^'^ring  and  Stc.'ki rti^  of  Bills  of 
La.di n g , ""TrFr ?ip o r ' a t :i. o n  Kecuagt-:^,  ar.d  Tax  ?ixemption 
Certificates  and.  Icicnvif ica-vinii  Cards 

At  jTesent  the  function  of  orderiu,.?;  and  stocl;iri^  "bills  of  lading,  trans- 
P'')ftation  req'i3str  ,  and  tax  exerr.pti  jn  certificotes  is==  divided  among  ^three 
of  the  staff  elf  ices  —  the  OiTice  of  ?lar.t  ani  Operations,  the  Office  of 
Eadget  and  Fina.n".e,  and  the  Ofiice  of  Inicor'iation.     The  ior::iS  referred  to 
have  certain  sir.ilari t.i es  in  that  they  are  standard  forms  prescribed  by 
the  General  Esg-a?: ^tions  of  the  Cpmptrciier  General  and  are  serially 
n^jmbered  in  order  to  e'raclish  control.     The  three  offices  concernef.  have 
decided  tho.t  the  o  roe  ring  f-nd  ^toci.ing  of  these  forms  sVxould  be  central- 
ized in  order  to  present  du;)lication  of  effort  an-^  hav^  cooperated  in  the 
iss^uance  of  this  circular  settin^r  forth  a  stand? rii zed  and  ^ir:.olified  pro- 
cedtire. 

Placeiiient  of  Annual  Orders 

The  Office  of  Information  will  per^'e  as  lias  Department's  central  office  for 
the  ordering  of  bill's  of  lading,  trans portcti^'-n  requests    and  tax  exe^iption 
certificates  pnd  identification  cards.     ?.kcp,pt  ac  o the r'^'lse  •  provided  herein, 
the  bijjeaus  and  offices  of  the  DeoartE--int  '-^ill  5v.bn;it  to  the  Printing  Section 
of  the  Office  of.  Info  mat  ion ,  on  or  before  ipril  15  of  each  "ear,  requisitions 
for  a  supDly  of  the  foms  referreri  to  in  this  circi.lar  s^officient  to  meet 
their  needs  f"r  the  eneuing  fiscal  ""-ear.     Tiis  procedure  is  to  be  follo^'ed  in 
the  olacesent  of  orders  fo.r  the  fi7C.:-.l  year  1544.     7ne-  Office  of  Inf o.r'^ation 
will  assipHi  the  serial  inr.ibcrs, that'  s.-re  to  b^  usact  and' will ,' place  the  order 
with  the  •  ap  nropriate  source  c^f '■sijt.j'Dly.     The  specific  instractions  for  order- 
ing each  type  of  fonn  ?--e  as  follor--^; 

1.     Transoortatio n_Re ciuoj^2±'  r-rq.  i^ition  s.-^uij  contain  complete  in- 

formation on  qvjantities.  t--pes  cf  booirs ,  and  the  point  of  ddiverv.     Books  of 
requests  are  available  a?  follows; 

A  book  -  contains  5  request^;  each 
B  booic  -  contains  10  requests  each 
C  bo"k  -  cont^.ins  2'  rt;q'j.--sts.  each 

Arrangticents -have  been  made  ^ith  the  Divi  sion  of  "Printing,  Treasury  De  Dart- 
ment,  to  have  b^^ks  of  transporta/iion  requests  shipped  directly  to  the  bu- 
reaus after  the  order  is  filled  by  the  Barean  of  En^Taving  pnd  Printing. 
Ro\"ever.  in  order  to  avoid  over-b  irdening  th-^  Treasury  Dopartment,  it  will 
be  necessary  to  lirit  each  agency  of  the Oeaartnent  to  only  one  receiving 
address.     The  identification  crrds  u<;ed  'jith  transportation  requests  are 


o^btained  froin  the  Central  Supply  Divir-ion  of  the  Office  of  ^lant  and  Opera- 
tions in  the  same  manner  as  other  standard  forms. 

3.     Bills  of  L?iding.     The  requisition  should  contain  complete  informa- 
tion on  the  quantit?/,    the  overprint,  the  nuj.iber  of  me'.;;orandum  copies  needed, 
and  the  points  of  deliverv.     The  order  v^ill  be  filled  bv  the  Government  Print- 
ing Office  or  ov  a  comtnercial  printer,  r.s  the  case  may  be,  ?  nd  will  be 
delivered  directly  to  the  address  or  addresses  indicated  on  the  bureau's 
requisi  tion. 

•3.     Ta.x-exeir. otion  Certificates  and  Identif icp tion  Car^lr-,     Annual  orders 
for  tax  exemption  certificates  and  identification  cards  do  not  need  to  be  sub- 
mitted- ■'^t  the  present  time,   ?-ince  the  Central  Supoly  Division  of  the  Office  of 
^lant  and  Coerations  has  on  hand  a  stock  large  enough  to  su^^ly  all  the  needs 
of  the  Department.     Therefore,  requisitions  for  these  forms  sho -Id  be  sub- 
mitted to  Central  Supoly  Division  on  Torra  AD-14  until  further  notice  is  given, 

"^lace^!ient  of  Eraergency  Orders 

The  Central  Suooly  Division  of  the  Office  of  '°lant  and  Operations  will  main- 
tain =  limited  emergf^ncy  s  i  \jly  of  tran?-- portation  reque-^ts  and  bills  of  lading 
to  provide  for  needs  of  the  burea'is  v/hich  could  not  be  foreseen  at  the  time 
the  a:::inual  orders  ^ere  placed.     Hequisiti  on^^.  should  be  m^de  on  Form  AD-14. 
Requisitions  for  transportation  requests  will  be  honored  only  if  they  are 
signed  b:^"-  persons  designated  for  this  purpose  as  required  by  "^lant  and  Opera- 
tions Circular  No.  77,  June  30,  1942.     After  the  oresent  stock  of  tax  exemp- 
tion certificates  is  exhausted,  only  an  emerg(-ncy  supply  of  these  forms  will 
be  maintained  also. 

The  second  p&ragraph  of  Budget  and  linance  Circular  469  "U.  S.  Government  Tax 
Exemption  Certificates  and  Identification  Cards''  is  suoerseded  bv  the  pro- 
visions of  this  circular  relating  to  tax  exemption  certificates  and  identifi- 
cation car-^^. 


PROCIIRElIEiJT 
Bills  of  Lading,  Ordering  and  Stocking  of 
Identif ication'Cards,  Ordering  and  Stocking  of 
Tax  Exeription  :Certif  icates,  Ordering  and  Stocking  of 
Transportation  RequcGts,  Orderinj^  and  Stockixij_,  of 


Concii  rred  in  : 


Acting  Director  of  Finance 


